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All eligibles listed on the Certificale of Eligibles must follow the order of certtficatjon stated in Title 5 
U.S.C. § 3313, (See Section 8^ below) 

^^^o^e srfedSnaqfficialiias netMmed the cartific^j the Bcamining Office njust ensure that the case 
file is documented to refl^&ieaction taken on each^bf fte'cqmpeti^ who were certified tor 
setectJog l^^^^^^^^^^rolBa^fMBTi^^^^r^feiBtfersaside^tfeSF^ 
^^OTntains symbote^K^ has historically iised toreport acBohs on competitors, A^°ncies " 
, _ghoutd3p6ntmiiete'1^ 

It is recommended that each eUgible's address and available phone numtters (home and woric) be 
included with his/her name on the certificate. This is mandatory whenever the application or resume 
is not sent with the certificate, e.g., a certificate issued for a lempora;y position. If the application is 
not referred with the certificate, 0PM uses the # symbol placed next to the applicant's name, address, 
and telephone numbers. The # is footnoted on the certificate to indicate that the application is not 
attached. This process is optional to agendes. 

§ 8.2. CERTIFICATION FROM AN INVENTORY 

A. After determining that there is an appropriate inventory, sufficient qualified candidates are identified 
from the inventory to enable ttie appointing officer to consider efigiUes for each vacancy. Agencies 
may elect to use dual certification (see Section 8^.D). However, agendes musf dual certi^ when 
there is a single vacancy being filled at multiple grade levels to avoid veterans preference violations. 

A minimum of three eligiWes should be referred for each vacancy (or two more names than the 
number of vacancies). If there are fewer than three eligibles per vacancy to be refened, public notice 
and recmitment efforts should be reviewed to determine if they were adequate, i.e., was tiie open 
period adequate, should public nob'ce have been e)^nded to include targeted recruitment, 
newspaper ads, efc. If a selection cannot be made from less than tiiree names, management may 
request additional recruitment and certification. At tiie discretion of tiie certifying office and based on 
its past experience, additionai names may be certified to compensate for eligibtes who may be 
ejqjected to decline or fail to respond to an inquiry of availatMlity. 

B. Bona fide Consideration. An eligibte is considered to have received bona fide consideration when 
his/her name is witiiin reach for an appointment and a legal appcwitment is made. That is, the agency 
did not pass over a preference eligible to select a lower-standing non-preference eligible without 
proper approval. 

C. Duat Certification. The names of eligibles who are entered on ttie certificate may be renroved from 
the inventory and placed in the temporarily inactive file ortiiey may remain in the inventory and be 
dual referred for any number of vacancies. Remember, agencies must dual certify when tiiere is a 
single vacancy being filled at multiple grade levels. Because persons whose names are out on 
certification are temporarily out of circulation, care should be taken to see that tiie certificate is 
rehjrned as soon as possible. For this reason, where eligibles are not dual referred, a certificate that 
is issued from an inventory is valid for only 30 days, but may be extended for valid reasons. 
Requests for extensions shouW be carefully evaluated and only approved for short periods of time. . 

D. Multiple Request. If an inventory is being used to fill two or more requests at Hie same time, rt is 
usually desirable to divide the eligibles among the requests. To fill two requests at tiie same time, 
eligibles would be divided as follows: tiie eligible with highest score goes on Hie first certificate, the 
eligible wtHi Hie second highest score goes on the second certificate, the eligible with tiie Hiird highest 
score goes on Hie first certificate, and so forth. This resulte in equitable distribution of the liest 
qualified eligibles to the selecting officials and also results in those eligibles receiving Uie eariiest 
possible consideration. 
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chemistry pharmacology, psychology, or medicine. Although the position to be filled draws from 
GsSo? °^*^P''"""' ^^ **"^' <='^^fication of the position coulfbe GeneS HilSlcfen^^ 

2) PositionswhKhinvoVecompetencies/KSA'swhichinvolveknowlecfgewhlchischaracteri^^^ 
either oftvTOormore series. These positions include work which is^bstan^^^ 
perfomiedmerthertheprofessionaloccupatfonsoracademicdisdplinesinvoSF^^^^ 
an agency has a position to be flited performing resear^ worl^ on flood contoi iSui The 
Sf hT^ ^"'P"^'^.^ ^y ^" ^"iP'oyee trained in either civil engineering o^hyTrology 
Since both occupatrons include work which is substantially identrcal to vrork perfonned in™rther 
leXs, clirr '°"" '' '"''"'"' "^ ^^'"^^ ''"" 4ineer Series. Gl-sToTrl^Xtogy 

nn^^r, H f "°"l^^l'" ^hich the position is to be classified, ^e final ciSsiSon of tSe 
position IS determined by the qualificatrons of the person selected to fill it ^'=«»s'"canon or the 

Examining Offices should create and issue onry one certificate of eligibles for a sinale intPrHi<=/-Fni;n=r., 
pos*on.ThefirBtstep in creating this certificate is to evaluate all ap?lSSsS^^^^^ 
qualificabon standard for the series in which they are applying Thel^nd steo fe tn hS.^ S^ 
rafing sdiedule (crediting plan) using the compJLnde^;^ id^'fifi^r thf^;^^^^^^^ 

It^ .is ^P?^ ^^ f "9 ^'^^"'^ *° ^" ^"9"^'^ ^PP"^"»s '^gartless of series Se aoDlS 
are r^ted and ranked on the same competencies/KSA's. The final step is to £ue ^e SS a1 

qurrn^tS-n^rsro^:^^"^'^^ 

Exaijiining Offices should not issue multiple certificates for single interdisciplinary positions It is 

Rule i?h™?' "f "'11°'?°" ^'f ^'i!!'"^ '"■ ""^'^^ »^^* '^"'"9 '""'"P'^ ^rt^£ vtSes me 
Rule of Three and possibly veterans' preference if a preference eligible is certified. 

'■ CertiiYinq for Multiple Grade t.evels When a position is announced at multiple grade levels eliaibte 
candidates must be certffied for the lowest grade or salary he or she is willing ^ 
grade level for which he or she is qualified. For example, an anrSu^cemfnt S Enal^^^^^^ 
Teciin.cian.GS^02-7/8/9/10.andanapp.icantiswillir,gto7cceptaGT8^^^^^^^^^ 
eve the applicant is qualified is GS-9. TTie applicant must be referred 0^13^ and Is 9^^ 
level certificates if the ratings are wrthin reach for certification °®"^ ^^"^^ 

§ 8.3. NUMBER OF APPUCANTS CERTIRED UNDER CASE EXAMINING 

By definition, case examining procedures involve a one-time-onty action There is no Pvrv=.nte«„n «f Kit- 

engibies ated n Sertipn8,2^ or based on past experience wfth ttie occupation the number of elioib^ 
,;' ^^>"b'e- Also, tfie tme limit for retum of ttie oertificate may be longer (90 days fe usui^ 



of eligibles cited in Sectio, 

certified is 

standard). 

§ 8.4. ORDER OF CERTIFICATION 



^' Srl^M?'^" w Oertificah-on for Most Pn.itinn'^ TTiis instruction covers certification for all iobs 
1S^ * professional and scientific positions at GS-9 and higher, arid (2) posiSs r£ n^S S 
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1. ICTAP Eligibles 

2. District of Columbia Department of Corrections Eligibles (See 5 CFR 330 Subpart K). 

3. Panama Canal Zone Displaced Employee Eligibles (See 5 CFR 330 Subpart L), 

4. Lost Consideration Eligibles are certified at the top of all certificates including those described 
below in "B* and "C. (See Section 8.14) 

5. Eligible 10-poirtt compensaWy disabled veterans (CPS and OP) go to the top of the certificate, 
regardless of numerical rating, ahead of all other candidates. If there is more than one CPS/CP 
eligible, they are listed in score order. For this step, there is no difference between CPS and OP 
veterans. 

6. All other eligible competitors in score order. If there is a tie in numerical score between eligibles 
in different preference categories, the order of precedence is: XP, TP, and then NV. For 
example, an individual with a rating of 98 XP is listed ahead of a person with 98 TP, who is listed 
ahead of 98 NV. 

B. - Order of Certification for Professional and Scientific Positions at GS-9 and above. At grades GS-9 X 
and above, compensabty disabled preference eligibles (CPS and OP) are not automatically placed ^ 
at the top of certificates in professional or scientific positions. They are certified in score order, 
including ttie 10 preference points. In the event of a tied rating with candidates in other preference 
categories, CPS and CP have precedence over all other categories. (See 5 U.S.C, § 3313) 

Professional and scientific positions are those in a series identified in the 0PM publication Handbook 
of Occupational Groups and Series as being professional or scientific. T?ie Handbook is essentially 
a compilation of 'series definitions" taken from OPM's classification standards. Therefore, in the 
absence of the Handbook, users may also refer to the applicable classification standard. It is very 
important to verify the professionalism of a series, since a mis-identification could lead to a violation 
of veterans preference law and the invalidation of an appointment An interim list of professional and 
scientific positions can be found in Appendix E. (See Section 8.14.) 

C. Order of Certification for Positions Restricted to Preference Eligibles fSee Section 6.5) nPR and CP 
eltgibtes are certified ahead of otfier candidates. Then the names of other preference eligibles are 
certified in score order. Should a tied score exist, veterans with an XP designation are refen-ed ahead 
of those with aTP designation. Non-preference eligibles should be certified only if there is a likelihood 
tiiat the supply of preference eligibles will be exhausted before all vacancies have been filled. When 
non-veterans are certified, they are listed below the last preference eligible. 

D- Certification of Unrated ElJoibles. When the circumstences of a competitive examination produce 
three or fewer efoibles. and tiiey are either all nonveterans or all veterans, they need not be rated 
and ranked. They can simply be listed randomly on ttie certificate (See Section 8.5.C.), with a 
notation "eligtbte" (or othK^ agency designation) in lieu of a rating. 

§8.5. TIED RATINGS 

A. It is possible that tied ratings will occur among eligible competitors in the same preference category 
(i.e., CPS and CP). When this happens, it will be necessaiy to use a method for breaking such sut>- 
group ties on a consistent basis. It is appropriate to use job-related factors provided the factors have 
not already t)een used in the ranlonq process. 
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